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EFFECTIVENESS is sought by 
the institutional manager as well 
as by the commercial executive. 
We can find in the church, in the 
university, in the hospital, in the 
charity organization, in the 
Young Men’s Christian Associa­
tion, and in the Young Women’s
Christian Association, the same painstaking study 
of the relation between effort and return that is 
found in the progressive commercial organiza­
tion. This is to be expected, for aside from the 
interest and zeal of the secre­
taries and other professional 
institutional workers, we 
have the pressure of the busi­
ness men who serve on the 
various boards and commit­
tees that are a necessary part 
of the modern institution.
A number of colleges have 
been organized expressly for 
the purpose of training insti­
tutional managers and secre­
taries. Among these col­
leges may be mentioned the 
Springfield Training School 
of the Young Men’s Chris 
tian Association, which for 
many years has been educat­
ing young men for secretar­
ial positions in the Young 
Men’s Christian Association.
The latest addition to the prescribed courses of 
study is one on Institutional Organization and 
Accounting. From one of the lectures we will 
quote a number of matters that will be of interest 
to students of Accountancy and Organization. 
The quotation follows:
“Organization is based on the division of ag­
gregate effort into parts and the selection of per­
sons who have a special fitness for the perform­
ance of each subdivision of the work. Sumner 
expresses this idea when he says, ‘Combination is 
of the essence of organization; an organization is 
the great device for increased power by a number 
of unequal and dissimilar units brought into as­
sociation for a common purpose.’
-CENTRAL BRANCH- 
YOUNG MENS CHRISTIAN ASSOCIATION
 
“All organized effort may be divided into two 
definite classifications, namely:
“Profit Organization, or that created for the 
purpose of securing a commercial return known 
as net profit.
“Non-profit Organization, or that which is 
created for the purpose of giving a benefit or ren­
dering a service without regard to the net finan­
cial return.
“The non-profit group of organizations is for 
our purposes subject to a further division into two 
principal groups, namely:
“Government and Benefit 
Organizations, or those con­
ducted for the personal good 
or benefit of the persons who 
organize and conduct the 
work.
“Service Organizations, or 
those conducted for the bene­
fit of persons other than the 
ones giving the service.
“Under the Government 
and Benefit non-profit organ­
izations we find government 
and its various subdivisions; 
and we find the social clubs, 
fraternal life insurance and 
benefit societies, athletic as­
sociations, and other organi­
zations that are created for 
the exclusive benefit of the 
persons who are received 
into the organizations as members.
“The income of government is, of course, taxes 
and incidental revenues. In the Benefit organi­
zations the income consists of initiation fees, of 
charges for special privileges, such as food, 
rooms, the use of athletic equipment, and the like, 
and of an annual charge known as dues, sufficient 
to make good any deficit that arises from giving 
the service.
“Service organizations, on the other hand, are 
those that are created to afford benefits for people 
other than the ones who carry on the work, as is 
the case with the charity organization, the hos­
pital, or any other institution the principal bene­
fits of which accrue to the public or to certain
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classes of people aside from the pro­
moters of the specific enterprise.
“In this series of lectures we have 
under special consideration the group 
of Service institutions that have thus been classi­
fied. We find in respect to such institutions the 
following distinguishing characteristics:
“1. Capital is supplied by the philanthropic 
public, either in the form of specific endowments 
or in general contributions, by means of which the 
housing and permanent facilities of the institu­
tion are provided.
“2. The funds for current operation—the ex­
cess of expenditures over incidental operating in­
come—are supplied by the philanthropic public 
from time to time, usually in yearly periods.
“3. Professional service workers, consisting of 
an executive and all the assistants necessary to 
create and operate necessary departments of serv­
ice, are provided. These workers, whom we shall 
call for brevity secretaries, are upon a salaried 
basis, and the cost of their employment and all 
other expenses are a charge against the current 
operation of the institution.
“4. We find that the title to the property is 
commonly vested, in accordance with statute, in a 
board of men, known usually as the board of 
trustees. The management of the property is or­
dinarily vested first in the membership of the 
Service organization and secondarily in a board 
of directors, who are chosen by the membership 
in much the same manner as the board of direc­
tors of a corporation is chosen by its stockholders. 
The board of directors in turn creates sub-com­
mittees to bring into the service work all possible 
volunteer effort in support of the work of the paid 
employees.
“In common with commercial organizations, the 
institution must determine two fundamental facts 
in respect to its finances—Financial Position, and 
Income and Expenditure Result.
“The statement of financial position should dis­
close the assets owned and the liabilities owed, 
stated in any desired classification, together with 
a statement of the net investment, or the amount 
by which the assets exceed the liabilities.
“The income and expenditure result should be 
shown by a formal statement, known as the In­
come and Expenditure Statement, disclosing for 
any desired period of time, usually a year, the in­
come of the institution in comparison with its 
operating expenditures.
“In this lecture we shall consider a typical in­
stitutional Balance Sheet, and comment on the 
various items that are stated therein. We shall 
select for the sake of simplicity an example that 
contains but a few items, but one comprehensive
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enough to afford a study of all the 
essential principles involved in the 
construction of financial state­
ments suited to the purposes of the
service organizations under consideration.
Illustrative Balance Sheet
CAPITAL ASSETS
Land ...........................................................$ 50,000
Buildings & Plant ..................$200,000
Less Reserve for Depreciation 2,000
------------ 198,000
Equipment ..................................$45,000
Less Reserve for Depreciation 4,500 40,500
--------------------$288,500
CURRENT ASSETS 
Cash: On Hand ......................$ 50
In Bank ........................ 3,152
--------- $3,202
Accounts Receivable..............$ 2,250
Less Reserve for Bad Debts. 225
--------- 2,025
Inventories ............................. 2,175 7,402
$295,902
CAPITAL LIABILITIES
Bond & Mortgage...................................... $ 50,000
CURRENT LIABILITIES
Bills Payable ...............................................$2,000
Accounts Payable ...................................... 3,550
--------- 5,550
GENERAL INVESTMENT
Investment Account.................................. 240,352
$295,902
“The value of the permanent facilities, or Capi­
tal Assets, is stated first. We note that the first 
item is Land, which is stated separately because it 
does not waste in value by reason of use or age. 
The item of Buildings & Plant includes the value 
of the permanent facilities attached to the land.
“It will be noted that provision is made for de­
ducting an amount for depreciation. The build­
ings and permanent plant, aside from land, are 
subject to a lessening in value by reason of use 
and obsolescence. For example, the roof of a 
building must be replaced at intervals; the mason 
work must be pointed from time to time; the ele­
vators wear out; and the boilers and other ma­
chinery have a limited period of usefulness. When 
the building is new, these wastes are not in evi­
dence, but a time comes when elevators must be 
replaced, the roof repaired, and other extraor­
dinary repairs and replacements made.
“It is desirable to show the real cost of operat­
ing the institution each year. Therefore, because 
the waste known as depreciation is a cost, a 
charge should be made to the Income & Expendi­
ture Account and a credit for an equal amount
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UN your mind down through 
the business careers of men 
who have been markedly suc­
cessful, and you will usually find a 
big idea behind and underneath 
whatever they have planned and 
done. An example in point is the 
business career of Wilbur C. Fisk, 
President of the Hudson and Man­
hattan Railroad Company of New 
York and New Jersey. The big idea 
in Mr. Fisk’s case was and is The 
Public Be Pleased, just as it was the 
big idea in the case of William G. 
McAdoo, his predecessor.
Pleasing the public, according to 
the notion of Mr. Fisk and his able 
associates, is vastly more than a 
catch phrase; it is the basic policy 
of the Company in its attitude to­
ward the traveling public.
Evidences of how efficiently the 
Company carries out this policy are 
not far to seek. You see its out­
cropping in the unfailing courtesy 
and neatness of the employees, in 
the commodiousness and conveni­
ence of the terminals and way sta­
tions, in the ample size and modern 
equipment of the cars, in the fre­
quency with which the trains are run, 
and in the accuracy with which they 
keep to their schedules. It is some­
thing, too, that you sense as well as 
see—this policy of considering your 
needs and comforts; and it pleases 
you. You always have a good word 
to say about the Company; it is al­
most as if you had a personal word 
in its management.
The most important expression of 
this policy of service to the public 
is the fact that the Hudson and Man­
hattan Railroad Company is one of 
the safest railroads in the world, de­
spite the operation of over 1,800 
trains a day, mostly underground, in 
conformity with a regular schedule.
Mr. Fisk himself said in a recent 
address before an association of rail­
way employees shortly after his elec­
tion to the presidency:
“This railroad is a public utility, 
and we are public servants. It is our 
duty, therefore, to give the public 
adequate and prompt service for the 
fares which it pays to the Company; 
but our first duty, and the most im­
portant one of all, is to render that 
service with the least possible ele­
ment of hazard.”
How successfully Mr. Fisk’s words 
of injunction have been transmuted 
into a practical operating policy is 
attested by the fact that the Ameri­
can Museum of Safety has just be­
stowed upon the Hudson and Man­
hattan Railroad Company and upon 
Mr. Fisk as its president, the Trav-
Pace Student
May, 1916
elers Insurance Company’s Gold 
Medal “for achievement in accident 
prevention among its personnel and 
for promoting safety for the travel­
ing public.” No one will doubt the 
justice of the award when he reflects 
upon the amazing fact that the 
company has thus far transported 
more than four hundred million pas­
sengers without a single fatality!
Mr. Fisk was bom forty-eight 
years ago in New York City. As 
the son of Harvey Fisk, the head of 
the well known New York banking 
firm of Harvey Fisk and Sons, he 
had all the early advantages that 
wealth and culture could supply.
Upon being graduated from 
Princeton in 1890 with the degree of
Wilbur C. Fisk, Esq.,
President, Hudson and Manhattan 
Railroad Company
C.E., Mr. Fisk at once entered the 
banking firm founded by his father 
many years before, and in 1898 be­
came a member of the firm. This 
firm has a wide reputation for con­
servative banking and for the financ­
ing of large undertakings.
By reason of his engineering train­
ing, Mr. Fisk, when a member of the 
firm, directed his attention to the ex­
amination of the physical conditions 
of steam and electric railroads and 
light and power companies when the 
bonds of such companies were of­
fered for sale to the firm and to the 
public. In work of this searching 
kind Mr. Fisk has achieved a notable 
success.
When William G. McAdoo several 
years ago succeeded in interesting
Harvey Fisk and Sons in the financ­
ing of the Hudson and Manhattan 
Railroad, which was then merely a 
vision—a foolish one, many hard- 
headed banking firms had thought, 
Mr. Fisk, at the solicitation of Mr. 
McAdoo and the Board of Directors, 
accepted the Vice Presidency and 
General Managership of the Hudson 
and Manhattan Railroad Company. 
In March, 1913, when President Wil­
son appointed Mr. McAdoo Secre­
tary of the Treasury, Mr. Fisk was 
unanimously elected President.
Mr. Fisk is a good deal more than 
an unusually able business man of 
large affairs. To be privileged to 
know him is to be impressed at once 
with his affability and his human in­
terest in people as people. He is al­
ways accessible to whoever wishes 
to see him, and for that reason he is 
deservedly popular with all the em­
ployees of the intricate railroad sys­
tem of which he is the head.
Mr. Fisk is a life-member of the 
West Side Y. M. C. A., and takes a 
deep interest in its helpful activities 
in behalf of young men. He is a di­
rector of the Children’s Village at 
Dobbs Ferry, which aims to reclaim 
incorrigible boys and straighten out 
their attitude toward life. He is the 
active manager of a Benefit Fund 
for the employees of the Hudson and 
Manhattan Company—a fund which 
has for its object the amelioration of 
the distress caused by sickness, disa­
bility, or death.
It is reasonable to expect that Mr. 
Fisk would be greatly interested in 
advising young men to advance 
themselves by means of courses of 
overtime study. Not long ago he 
expressed himself on this matter as 
follows: “Every young man has
some spare time, and if he utilizes 
only a few hours a week for regular 
study, he will find by the end of the 
year that he has not only made prog­
ress along the special line which he 
has undertaken, but that he has also 
learned to think more clearly and 
accurately.”
From Mr. Fisk’s business career it 
is easy to draw many helpful les­
sons. Perhaps the most impressive 
lesson is that his own success 
is largely due to a tremendously 
developed capacity for hard work. 
At his desk every morning as 
early as any of his employees— 
often earlier—every day to Mr. Fisk 
is an opportunity to plan things 
worth planning and to do things 
worth doing. And in the work that 
he does he finds abiding satisfaction, 
for through it all runs the spirit of 
the big idea—The Public Be Pleased.
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AN interesting devel­
opment in judicial 
decisions from the 
accounting view­
point is found in the cases in
which courts are called upon to 
decide property rights. Among 
the many cases where account­
ing principles are involved, probably none call 
for a more detailed consideration of ac­
counts than those concerning trusteeships. 
Time and again the distinction between prin­
cipal and income has been adjudicated respect­
ing bonds and extraordinary dividends on 
stock. Of course, the courts have always sought 
to ascertain the intent of the testator, but the 
more recent decisions construe that intent as 
being based upon a more accurate conception of 
accounting fundamentals than prevailed in the 
earlier years. Some of the early cases entirely 
disregard the accounting viewpoint.
For instance, as respects bonds, the early New 
York cases held that there was no obligation upon 
the part of the trustee to set apart from each in­
terest payment a sum sufficient to meet the differ­
ence between bonds purchased at a premium and 
their par value. As a consequence, the loss due 
to the decrease in value between the time of pur­
chase and of maturity had to be borne by the re­
mainderman. In 1907, however, in the matter of 
Stevens, 187 N. Y. 471, it was held that such 
decrease must be deducted from the income on 
the bond. The court said:
“The income of a bond having a term of years 
to run and purchased at a premium is not the 
sum paid annually on its interest coupons. The 
interest on a $1,000 ten-year 5% bond pur­
chased at 120% is not $50, but a part thereof 
only.”
Accordingly, this decision recognized the prin­
ciple of amortization of bonds, and held that the 
life tenant was entitled only to that part of each 
interest payment which represented actual in­
come.
Of course, the above applies where the bonds 
are purchased by the trustee. If the bonds are 
left by the testator, then the principle of amorti­
zation would not apply, as the courts hold that 
it was the testator’s intent that the entire interest 
received from the bonds go to the life tenant.
With respect to extraordinary dividends on 
stock, the earlier decisions were, to say the least, 
somewhat amusing. The early English rule 
adopted in 1799 was that “all extraordinary or un­
usual dividends declared, whether stock or cash, 
belonged to the principal and not to the income of 
the estate.” This rule was largely followed until
the case of Minot vs. Paine, 99 Mass. 
108, was decided in 1868, wherein the 
court said:
“A simple rule is to regard cash 
dividends, however large, as income, and stock
dividends, however made, as capital.”
You will note that the court called this a simple 
rule, and it was commended by many legal au­
thorities because of its simplicity. However, in 
practice it was found to involve many complica­
tions; and since there is little if any logic in the 
rule, it is gratifying to find that it is not now 
extensively invoked. The more recent view as set 
forth in a note in L.R.A. N.S. 815, written in 1907, 
is as follows:
“Upon the whole, the tendency of the later 
American cases appears to be away from the Mas­
sachusetts rule and early English rule, which 
makes the character of the dividend, as a stock 
or a cash dividend, the criterion of the rights of 
the parties, and awards cash dividends to the life 
tenant or income, and the stock dividends to the 
remainderman or corpus, without inquiring in 
either case as to the period covered by the ac­
cumulation of earnings from which the fund is 
declared. There also appears to be an increasing 
tendency on the part of the courts which rejected 
the Massachusetts rule to adopt the Pennsylvania 
rule, which not only rejects the character of the 
dividend as the criterion of the rights of the par­
ties, but inquires as to the period covered by the 
accumulation of the earnings from which the 
dividend, whether stock or cash, is declared, and 
awards it to the remainderman if earned wholly 
before the severance of the right to the income 
from the corpus, and to the life tenant if earned 
wholly after such severance, and apportions the 
same between the parties if earned in part before 
and in part after such severance.”
This note further states that the New York rule 
rejects the character of the dividend as the cri­
terion of the rights of the parties, but treats the 
dividend, whether stock or cash, “as accruing in 
its entirety as of the date when declared and re­
fuses to enter into any inquiry with respect to the 
period covered by the accumulation of the fund 
from which it is declared or to apportion divi­
dends in case it appears that the fund was earned 
in part before and in part after the severance of 
the right to the income from the corpus.”
Since the writing of this note in 1907, there 
have been at least three decisions of the New 
York Court of Appeals which have followed the 
view now generally adopted in other states. Typi­
cal of these is the decision in the matter of Har­
teau, 204 N. Y. 292, in which the court said:
“The question whether the surplus dividend is
88
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to be deemed capital or income de­
pends upon the time of the acquisi­
tion of the surplus which was di­
vided. The amount of the dividend
was $100,000; the finding of the surrogate was 
that on December 31, 1895, shortly after the de­
cedent’s death, the surplus of the Metropolitan 
Plate and Glass Co. was $190,000, and at the time 
of the adoption of the resolution for the dividend 
it was $279,000, an increase of $89,000. This in­
crease is to be regarded ... as income.”
From these decisions it is apparent that the 
trustee should record stocks at their book value 
as shown by the balance sheet of the corporation 
nearest the date of the creation of the trust. Ex­
traordinary dividends which do not decrease the 
book value beyond the amount thus set up con­
stitute income, while to the extent that they do 
decrease such book value, they constitute corpus.
Of course, the dividend must be declared, and 
a gain in the absence of the declaration of a divi­
dend accrues to the principal. For instance, in 
the matter of Roberts, 82 N. Y. Supplement 805, 
it was held that where stocks are held by a trustee 
over and above the inventory value at which they 
are carried in the books, while it might be true 
that a part of the increased market value was due 
to accumulated surplus, yet the benefits of such 
accumulation could not accrue to the life tenant 
until a stock or cash dividend was declared. The 
court stated that other considerations might in­
fluence the increase in market value and it would 
be impossible to determine and apportion the in­
creased market value due to surplus and that due 
to other causes.
This same principle has been followed with re­
spect to the sale of a privilege to subscribe to 
stock. In Stewart vs. Phelps, 173 N. Y. 621, the 
court held that where the privilege of subscribing 
to additional stock issued by a corporation for the 
purpose of redeeming a mortgage is sold by the 
trustee, the profit realized thereon is corpus. Like­
wise the courts recognize the difference between 
earnings due to operation and gains from ex­
traneous causes. For instance, in the matter of 
Elting, 68 N. Y. Supplement 1118, the Sixth Ave­
nue Railroad leased all its assets except certain 
real property to the Metropolitan system. The 
real property was sold and the proceeds dis­
tributed as real estate dividends. There was no 
decrease in the original book value of the stock 
by reason of this sale, and the question arose as 
to whether the life tenant or the remainderman 
was entitled to the benefit of this dividend. The 
court said:
“It is undoubtedly true that the value of the 
franchises of the Sixth Avenue Railroad, by rea­
son of the change in the character 
of street railroading, and by reason 
of the vast increase in street railroad 
travel, and by reason of the con­
nections made possible by the Metropolitan sys­
tem, have increased enormously in value; never­
theless, this increase is in no sense profits derived 
from earnings. Dividends entitled to be distrib­
uted to the life tenant as income are paid from 
profits derived from earnings. These arise from 
and are the result of the business to do which the 
company was incorporated.”
This case is to be distinguished from the mat­
ter of Rogers, 161 N. Y. 108, where there was a 
similar sale of a business with a like reservation 
of realty, from the proceeds of which dividends 
were declared. In this case the life tenant was 
awarded the dividends on the ground that the real 
estate had been purchased from surplus accumu­
lated since the creation of the estate, whereas in 
the Elting case the realty had not been so pur­
chased.
A recent case which followed the Elting case is 
that of Thayer vs. Burr, decided by the N. Y. 
Court of Appeals in 1911, in which the Adams 
Express Company revalued certain securities they 
held and distributed the gain thus effected in the 
form of a bond and scrip dividend. The court 
awarded the benefit of this to the remainderman 
on the ground that the gain did not represent an 
increase from earnings, but simply an increase 
by virtue of revaluation.
We thus find that the courts now recognize the 
principle of amortization of bonds, the distinc­
tion between earnings by a corporation before 
and after the creation of a trust estate, and the 
further accounting distinction between those 
profits due to operation and increments secured 
from other sources.
This recognition of accounting principles by 
courts is a matter of gratification, both from the 
standpoint of the Law and from the standpoint 
of Accountancy. It demonstrates that which the 
lawyer has always contended, namely, that courts 
follow public opinion, and that the common law 
molds itself to the changing conditions of busi­
ness practice. On the other hand, this develop­
ment is a matter of congratulation to members 
of the Accountancy profession, who by educating 
the Business World have brought about these 
changed conditions, so that property rights may 
be more justly determined on the basis of accepted 
accounting principles.
Expressing the identity of the organization does not 
mean making yourself a nonentity.
A slack cable never strengthens anything. Keep 
yourself mentally taut when on the job.
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WE have a construction gang at a point 500 miles distant from our general offices, without 
local banking facilities. The men 
must be paid every two weeks, and the pay roll 
and incidental expenditures are uncertain in 
amount. What cash scheme do you suggest?
The imprest system is recommended. The su­
perintendent should be supplied with cash suffi­
cient to meet his needs for a certain period—say 
$2,000 to cover disbursements for two weeks. At 
the end of the period he should make a voucher 
of his expenditures, attaching receipts for moneys 
disbursed. For example, his disbursements might 
be: Pay roll $1475, Supplies $310, Express, Tele­
grams and Postage, $12, Total, $1797. Upon 
receipt and approval of the voucher, $1797 would 
be remitted to the superintendent to restore his 
fund to $2,000. When local banking facilities are 
available the same method can be used, except 
that the superintendent would deposit his funds 
in the bank and disburse by check.
Where can I secure information in regard to 
bookkeeping and accounting positions with the 
government?
Write to the Civil Service Commission, Wash­
ington, D. C.
Can I make up my experience in public account­
ing, as required by the New York C. P. A. ex­
aminers, by working evenings and holidays on 
accounting jobs for my clients?
No. Under the New York rules your experi­
ence must be in actual practice in the office of a 
Certified Public Accountant.
My firm thinks it is unnecessary to use a check 
perforator to prevent alteration of checks. Are 
they right?
It would be safer to use the machine for punch­
ing or perforating the check—preferably one that 
punches the exact amount and inks it in by the 
use of indelible ink. In case of loss by reason 
of alteration, the courts might hold a firm negli­
gent who failed to take ordinary business precau­
tions to prevent alteration. If your firm is in 
doubt, we suggest that they consult their attorney 
in regard to this matter.
I am engaged in scientific farming and write 
to inquire whether there are any pamphlets or 
books on farm accounting.
Cornell University, Ithaca, N. Y., has con­
ducted a study of costs of farming, and their ex­
perts have evolved some simple bookkeeping 
records. An inquiry directed to Cornell Uni­
versity would probably bring you 
valuable information. The results of 
Federal investigation could be ascer­
tained no doubt by inquiry directed 
to your Congressman.
Is a reserve for bad debts a contingent liability 
or a profit?
A reserve for bad debts is neither a contingent 
liability nor a profit. A contingent liability is 
merely a state of facts that may mature into a 
definite financial responsibility or liability, and 
the latter always presupposes a creditor. Thus, 
a man may sue you for personal injuries, and if 
he proves his case and obtains a judgment which 
is sustained by the court of last resort, the facts 
or circumstances have developed into a definite 
liability which can be settled only by a payment 
of the amount of the liability to the creditor or his 
assignee.
In the case of a reserve for bad debts, no con­
tingency can arise by which the amount will 
become due to be paid to a creditor. On the 
contrary, you are estimating a loss in the collec­
tion of an amount due to yourself. So far as 
profit is concerned, a balance on the credit side 
of the books measuring a profit, records value on 
the opposite or debit side of the books. The credit 
that we find as a reserve for bad debts measures 
an estimated loss on the opposite or debit side 
of the books—a very different thing from an asset 
value. The amount of the reserve, in fact, con­
sists of suspended credits to asset accounts. We 
know from experience that losses are usually sus­
tained in collecting accounts receivable, and in 
the light of experience, and specific information 
in respect to the accounts under consideration, we 
estimate that a certain loss will occur. We are 
not sure of the exact amount, and we do not know 
the particular accounts in which the loss will 
occur.
Therefore, while we charge the amount to Profit 
& Loss as an expense, we are compelled to with­
hold the credits from the asset accounts until the 
losses are actually sustained. During this time 
the credit is held in an account usually called 
Reserve for Bad Debts. As the losses occur, the 
Reserve for Bad Debts Account is debited and the 
accounts in which the losses take place are cred­
ited. A similar situation occurs in respect to de­
preciation, except that it is possible in deprecia­
tion to make a credit direct to the asset account, 
although the amount is usually held in the reserve 
account. The total cost of the asset under this 
procedure is shown by the asset account, and the 
net value at which the asset is carried is secured 
by deducting the reserve from the asset account 
for which it is created.
90
Question 
and 
Answer  
Depart­
ment
A
 
Q
A
0
A
0
A
0
A
0
A
Question
and
Answer
Depart­
ment
(Continued)
A
I am studying Accountancy, and 
expect to secure a position with a 
firm of Certified Public Accountants.
Do you advise me to study short­
hand in order that I may take notes more readily 
when working on accounting jobs?
Working papers made for an accountant must 
be prepared in such a way that they can be read 
easily by others. The papers are filed away by 
the accountant, and may be needed at any time 
for the purpose of testimony or for the amplifi­
cation of reports that have been made. The use 
of shorthand, therefore, is not ordinarily per­
mitted in working papers. Any time that you 
have left from your regular Accountancy study 
would be more profitably used in the study of 
Economics and the related subjects of Finance 
and Exchange.
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Q I start to study shortly after 8 o’clock each 
evening, but find that I cannot do much after half
past ten or eleven o’clock, 
it?
Go to bed.
What shall I do about
My instructor complains that my written an­
swers to questions, while they cover the points, 
are rambling. What shall I do to improve my 
answers?
Write and re-write an answer before placing it 
in final form. Your trouble is probably due to the 
fact that you do your thinking as you write. The 
written answer, therefore, shows the trend of 
your thinking rather than the conclusions that 
result from the thinking. If you re-write the 
answer, you will be able to summarize the con­
clusions, and you will achieve a brevity and clear­
ness that will produce a much more favorable 
effect upon the one who grades your answers.
What can I do to avoid making mistakes in 
arithmetical calculations? Sometimes I put a 
decimal point in the wrong place or make some 
other mistake, which, although a mere slip, works 
against me very much in my position.
It is a good plan to make a rough estimate of 
the result before making the calculation. For 
example, you may need to calculate the percentage 
of increase that $5,650 is upon a base of $12,000. 
Obviously, it is something less than 50 per cent., 
because 50 per cent. of $12,000 is $6,000. It is al­
most as obvious that it is something more than 
40 per cent., because 40 per cent. of $12,000 is 
$4,800. By this rough estimate, and by obtaining 
a general view of what the result should be, you 
confine your errors within comparatively small 
limits. You can safeguard against small errors
by ordinary arithmetical proofs. In 
many interest calculations, the proof 
can be made by re-solving the propo­
sition by a different method. It al­
ways pays to prove your work as you go along,
for, otherwise, an error in one of the early steps 
will affect the results of succeeding processes.
The corporation for which I work took over the 
business of a partnership. The former partners 
are the officers of the corporation and hold all the 
stock. During the first year of the corporation’s 
business, each stockholder withdrew the amount 
that he had formerly drawn as a partner. The 
entire amount drawn by the officers was charged 
to a Dividend Account, and the account now ap­
pears with a debit balance. What should be done 
with this amount in closing the books?
First of all, the directors of the corporation 
should determine whether or not salaries are to 
be paid to the officers. If, as is customary, sal­
aries are voted to the officers, a Salaries Account 
should be debited and each officer should be 
credited with the amount voted by the directors. 
An analysis should be made of the so-called Divi­
dend Account to determine the amount paid to 
each officer, and an entry should be made charg­
ing the account opened in the name of each offi­
cer with the amount that he has received, and a 
credit should be made to the Dividend Account to 
close it. The personal account of each officer may 
then possibly show a balance; this balance, if a 
credit, measures the amount due him on salary, 
or if a debit, the amount by which he has over­
drawn his salary.
The Profit and Loss Account would then 
be set up, and the net profit for the period deter­
mined after taking into account the expense 
item of Salaries. The amount of net profit may 
be transferred to Surplus Account. If a net profit 
is secured, the Board of Directors may, in their 
judgment, declare a dividend. If this is done, 
the entry to record the action would be a debit 
to Surplus Account, if it is set up, or to Profit & 
Loss Account, and a credit to Dividend Payable.
The next step, theoretically, would be to pay 
the dividend in cash to the stockholders. The ac­
counting entry to cover such a transaction would 
be a debit to Dividend Payable and a credit to 
Cash. In the case of a stockholder, who, as an 
officer, had overdrawn his salary account, the 
matter could be adjusted by an entry debiting 
Dividend Payable and crediting the stockholder 
for the balance due from him as shown in his 
account, provided the dividend was greater than 
the amount due from the stockholder, and credit­
ing Cash for the remainder.
91
A
Q
A
Q
A
Q
A
Pace Student
Edi­
torial
HAVE you an eye for 
beauty—for form
and color? Do you 
wish to cultivate
your artistic aptitude and at the
same time make it serve a practi­
cal purpose? If so, study typog­
raphy. Collect and preserve 
worth-while specimens of printing. Become a
Graphics
student of commercial graphics.
Typography, we are told, is the art preserva­
tive. By means of movable type, print paper, 
inks of various colors, and machines called 
presses, we record and preserve the results of our 
observation and research, and thereby make the 
road to knowledge easier and more certain.
In Commerce, printing is the art suggestive as 
well as the art preservative. In our day the ad­
vertisement, the catalogue,
folder—all made practicable 
by type—are the suggesters 
of trades; the hawkers and 
criers are relegated to the 
board walk and the county 
fair.
From the remotest time 
man has combined the orna­
mental and the useful in 
graphics. We have rescued 
from the caves of prehistoric 
man pictorial representations 
that evidence a love of form 
and color, and that serve the 
useful purpose of recording 
facts. Notable among the 
examples is the representa­
tion of a prehistoric buffalo 
done in four colors—25,000 
years have elapsed since the 
day it was made.
We find the progress of the race portrayed by 
the constantly developing art of graphic presen­
tation. At one stage we find clay tablets; at a 
later time, the records were made on illuminated 
scrolls of parchment; still later, in the fifteenth 
century, books were printed from movable types; 
and finally we come in our day to the booklet de­
scribing the Woolworth Building. At every stage 
we find an appeal to the reason by the fact re­
corded and an appeal to the sense of beauty by 
the use of form and color. We have developed 
the technique of the art, but not the basis of the 
appeal.
We welcome you, therefore, to the study of the 
Art Preservative and the Art Suggestive—to the 
charmed circle the members of which follow in 
the footsteps of Gutenberg.
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FROM my office window I see 
the employees of a modern and 
progressive organization come and 
go. At nine they begin to adjust
themselves to business harness, and at nine-thirty 
they are producing; at four-thirty they begin to 
make ready for a punctuality record; and at ex­
actly five, with few exceptions, they file out. I 
see it because I am a boss man—I come earlier 
and I stay later. The seven-hour schedule shows 
Organized Business at its best—it affords the 
worker hours without number that he may thrift­
ily use for capital investment or recklessly squan­
der in non-productive amusements. Many of my 
friends across the way—the officers and execu­
tives—have for years carried a fifty per cent. ex­
cess load on office hours. Many of the younger 
men—the officers and executives to be—are now 
making a thrifty investment of their available 
hours—their only capital. 
You cannot drift to the 
worth-while things—the big 
positions—on the seven-hour 
schedule. Abandon for all 
time the hope that success 
can be hewn out by the use 
of a seven-hour day—no 
artist, no author, no soldier, 
no captain of industry, has 
ever been able to succeed on 
that basis. The road to real 
achievement is not easy and 
never will be, but the way is 
clear and the rewards are 
sure for the man who is will­
ing to pay the price.
"WHAT a beautiful 
shade of green for 
an evening gown!” The speaker was a woman 
of the social butterfly type who leaned over the 
rail of the steamship and gazed out upon the 
undulating swells of the ocean. “It is indeed,” 
assented her companion politely, but with a feel­
ing of aesthetic repulsion. In the varying shades 
of green played upon by the setting sun; opal­
escent shades now tinged with purple, now with 
blue, now with gray; shades that with chameleon­
like caprice kept changing their hues as if to 
haunt his poet’s soul with their fugitive beauty— 
in them he perceived harmonies of color that 
would have defied the brush of a Rembrandt to 
reproduce on canvas. Colors for an evening 
gown, ugh!
It is just so in respect to everything you see, 
everything you do, everything you get out of 
life. Fundamentally, it is a question of point of
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view. If you look at your work 
solely as a pot-boiler and not as an 
opportunity for useful service, your 
point of view is wrong. If you con­
ceive real happiness to be bound up with the pos­
session of a wad of yellow-backs, your point of 
view is wrong. If you delude yourself with the 
belief that pull, and not ability and efficiency, is 
the thing that counts in the long run and in the 
short run, your point of view is wrong. The 
wrong point of view will dwarf your vision, warp 
your judgment, and atrophy your ambition.
Straighten out your point of view toward your­
self, your work, and life itself, and you will be 
amazed at how much useful work is still undone, 
how many beautiful things are still unseen, and 
how many moments of deserved happiness are 
still unclaimed.
POTENTIAL capacity, my dear sir, is the capacity that exists in possibility, not in actuality. Your problem in personal effective­
ness is to overtake your potentiality—to close the 
gap that lies between what you can do now and 
what you should do. Do you talk indifferently? 
Perhaps you can develop into a forceful and ef­
fective speaker. Do you file letters, write short­
hand, and operate the typewriter? You may have 
the potential ability of the lawyer, the engineer, 
the chemist. Are you posting away as a book­
keeper? Perhaps you possess latent capacity that 
can be developed into the qualities needed by the 
accountant, the controller, the business executive. 
Study yourself. Seek vocational counsel. Chart 
your course on the basis of your study, and work 
steadily for actualities. The world seeks and re­
wards capacity that is actual; it does not buy 
potentiality.
NOW and then you meet him outside your office, never inside if you can help it—the word-crank, I mean. Usually, he is a professional 
man of some kind. He may have something im­
portant to talk to you about; ordinarily, however, 
his mission in buttonholing you seems to be to 
trot out what he knows about words and their 
uses for your open-mouthed admiration. Smugly 
he smiles at you, transfixes you with his glittering 
eye, and talks, just talks, in winged words that 
would make Stevenson and Lafcadio Hearn, were 
they alive, look to their literary laurels. In atti­
tude, in gesture, and in intonation he says with 
plain inference, “You observe that you are privi­
leged to talk with a man who is a master of 
English.”
Theoretically you should revel in his presence 
as in that of a rare educational opportunity. But
you don’t. Your bristles rise, and 
the flush of irritation mantles your 
brow corrugated with business care. 
“Oh, for just one grammatical error, 
just one mispronounced word,” you subconscious­
ly pray in vain. When finally he betakes himself 
and his predigested grammar and word-book be­
yond your ken, you analyze the reason for your 
irritation. It is a certain cocksureness, a certain 
superciliousness of the “I am holier than thou” 
kind, that has nettled you. What he has said, 
has gone out of your mind, but the memory of 
how he has said it remains and rankles.
Use good English, yes, at all times—in business 
and elsewhere—but never as a delectable joy in 
itself, never as an animated synonym treatise, 
never to show off. The thought is the main thing. 
Keep your mind on that, and let the words of ex­
planation and persuasion grow out of it naturally. 
They will.
HERE’S to the wee wifie, the game little lady 
who stimulates and encourages her tired
student-hubby in his upward climb to success— 
the thrifty helpmate whose nimble fingers help 
along by making “auld claes look amaist as weel’s 
the new.” Envy the man who is thus supported! 
No matter what the final result of his effort may 
be, no circumstance can take from him a great 
reward—the understanding, the comradeship, the 
love—that is the product of self-sacrificing co­
operation. And some day, wifie dear, we shall 
have the bungalow with the hard-wood floors and 
the den and the sleeping porch and the vacuum 
cleaner—yes, and the car, too; and you shall drive 
it—sure you can!
DO you pit, in the race for effective accom­plishment, an eight-hour effort against the other fellow’s ten-hour or twelve-hour effort? 
Do you sufficiently overshadow your desk-mate 
in natural ability to offset the effect of the use of 
his leisure hours for self-development? Inexor­
ably he will overtake and pass you—he is one of 
a million men who are using the long lever against 
the short one in friendly but earnest competition 
for economic position.
DO you realize, Dear Reader, the potential power of this magazine, the fact that a sin­gle paragraph on this page may for some young 
man change despair into hope, waste into con­
servation, lethargy into energetic action? We 
will send the magazine for a full year—200 pages 
of educational and inspirational material—to any 
friend or subordinate whom you may name, for 
$1.00. Join us in a good work.
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made to an account called Reserve 
for Depreciation for the amount of 
the estimated depreciation. The Re­
serve Account would appear in the 
books with a credit balance, and 
would measure the amount of esti­
mated shrinkage in the asset for 
which it is created. Thus, the build­
ings and plant shown in the Balance 
Sheet, exclusive of land, cost $200,- 
000, and it is estimated that a depre­
ciation of $2,000 has occurred. The 
net value of the Buildings & Plant 
is carried out after deducting the 
depreciation.
“A reserve to be effective should 
be collected during the year for 
which the depreciation is incurred 
and deposited or invested for the 
specific purpose of meeting the ex­
traordinary replacements and re­
newals for which it is collected. Un­
less this is done, there will be occa­
sional heavy demands during the 
operating year for renewals and re­
placements which will require funds 
to be advanced from operation. This 
condition interferes with normal 
operating activities. In practice it is 
difficult actually to raise the money 
and set it aside, but within the last 
few years this has been accomplished 
by a number of our leading institu­
tions; and it is but a question of time 
when this scientific method will be 
adopted by well managed institutions 
throughout the country.
“One of the heavy elements of de­
preciation is obsolescence, or a 
shrinkage in value that arises by rea­
son of changes in fashions or styles, 
or by reason of inventions or im­
provements. Thus, an institutional 
building suited to the needs of social 
service work as such activities were 
conducted twenty years ago, is apt to 
be obsolete from our present view­
point.
“In institutional practice deprecia­
tion due to obsolescence should be 
ignored in the accounts, and no at­
tempt should be made to raise funds 
from the public from year to year to 
provide for ultimate replacement. 
The contributing public is not likely 
to be willing to do more than main­
tain existing facilities and to pro­
vide such additional permanent fa­
cilities as the growth of the work 
demands. The succeeding genera­
tion, in any event, will have the in­
crease in land values as an offset to 
depreciation due to obsolescence. In 
the experience of the Young Men’s 
Christian Association, the increase of 
land values during the first fifteen or 
twenty years of the operation of 
their plants in a large measure has
Pace Student
May, 1916
offset the shrinkage in value due to 
obsolescence.
“Current repairs should not be 
confused with provision for depre­
ciation proper. A certain amount of 
ordinary repair work—painting, cal­
cimining, changing of partitions, and 
the like—is a charge against current 
operation, and should be consid­
ered an operating expense. Depre­
ciation should apply only to the ex­
traordinary renewals and replace­
ments of the type that have been 
mentioned.
“Equipment, in a complete set of 
accounts, is stated in respect to each 
department of the institution. Thus, 
a restaurant would be provided with 
tables, chairs, dishes, linen, silver, 
and kitchen utensils, and an educa­
tional work would be provided with 
laboratory equipment, tables, chairs, 
charts, and the like.
“Equipment is subject to depreci­
ation in the same manner as per­
manent improvements. The rates 
vary in accordance with the charac­
ter and use of the items. Bedding in 
a dormitory, particularly linen, is 
subject to a high rate of deprecia­
tion, as is also the case with linen, 
dishes, and silver in a restaurant. 
The equipment of a gymnasium, on 
the other hand, is subject to a low 
rate of depreciation. The rates on 
equipment vary in practice from 2 
or 3 per cent. a year on the value 
of the equipment to a rate as high 
as 30 or 40 per cent., depending upon 
the normal life and the wear and tear 
imposed upon the articles.
“In the Balance Sheet it is not 
usual to separate the equipment by 
departments, but to state it in one 
amount as shown, with a deduction 
for the entire amount of deprecia­
tion. The net value is then carried 
out to show the estimated value of 
the equipment on hand. The ac­
counts, however, would disclose the 
value of equipment and the depre­
ciation by departments.
“When replacements are made of 
either plant or equipment, the Re­
serve Account is charged and Cash 
is credited, or a liability is credited if 
the purchase is made on credit. The 
net result of this procedure is to in­
crease the value of the equipment 
on hand and to cut down the amount 
that stands to the credit of the Re­
serve for Depreciation. If sufficient 
value were put back into the asset 
accounts to equal the sum total of 
the reserves, the Capital Assets
would be rehabilitated, and no re­
serve would be shown in the ac­
counts. Therefore, the total credit 
to the reserves for Capital Assets 
shows at any time the extent to 
which the values of the permanent 
facilities have shrunk. There should 
be in the Current Assets enough 
value available for the rehabilita­
tion of the Capital Assets to equal 
the amount of this shrinkage in the 
Capital items.
“Under the general classification 
of Current Assets the first item is 
Cash. This item includes balances 
on deposit in bank as proved out and 
determined on the date of the Bal­
ance Sheet, plus the amount of ac­
tual cash on hand. If special cash 
funds are maintained, as is some­
times the case in institutions, this 
amount of cash should be shown 
separately. For example, in a well- 
known social service work money is 
received for deposit to the credit of 
the beneficiaries of the institution, 
and this cash constitutes a special 
fund that should always be equal to 
the liability created by the deposit 
of the money. The institution does 
no banking business in the ordinary 
sense, and must therefore hold the 
fund intact for the security of the 
depositors. An item of this nature 
would be stated separately as a dis­
tinctive fund.
“We have in the Accounts Re­
ceivable the amounts that are due 
to the institution by reason of its 
having made sales on credit or hav­
ing given services for which the 
value has not yet been received. For 
example, in the Needlework Depart­
ment of a Young Women’s Christian 
Association the products of the De­
partment may be sold on time; or 
in a Young Men’s Christian Associa­
tion contracts for tuition may be 
partly paid, or fees may be due from 
members for whom positions have 
been secured by the Employment 
Department. Many institutions do 
not set up accounts receivable be­
cause of the accounting complication. 
In certain cases this procedure may 
be justifiable, but as a general propo­
sition the accounts are imperfect un­
less all the values due to the insti­
tution are recorded in the books.
“In practice it rarely or never hap­
pens that receivable accounts are 
collected in full. This is true in both 
commercial enterprises and service 
institutions. The result is that at 
any moment of time the net value 
of the Accounts Receivable should 
be stated at an amount somewhat 
less than their face, the exact value 
being dependent upon the best judg-
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ment obtainable as to the estimated 
realizable value of the accounts.
“In the Balance Sheet shown, a re­
serve is deducted from the amount 
of the accounts receivable, and the 
estimated net value of the accounts 
receivable is carried out.
“A reserve for bad debts is created 
by a charge to operations and a 
credit to an account called Reserve 
for Bad Debts. At the time of clos­
ing the books this account appears 
with a credit balance, but in the Bal­
ance Sheet the amount is deducted 
from the face value of the Accounts 
Receivable, as shown.
“When an account receivable is 
known to be uncollectible, the 
amount is charged to the Reserve for 
Bad Debts, and the account with the 
debtor is credited so that it will be 
closed in the books. The balance to 
the credit of the Reserve for Bad 
Debts Account, therefore, shows the 
estimated amount of loss in the Ac­
counts Receivable balances as a 
whole at any particular time. It is 
necessary to set up a reserve ac­
count, because it is impossible to tell 
in advance in what accounts the 
losses will take place.
“It will be understood that in the 
ledger of the institution there will 
be an account for each debtor, 
whether individual, firm, or corpora­
tion. In the Balance Sheet the en­
tire amount of Accounts Receivable 
is stated in one sum. A schedule 
may be attached, as is often done, to 
show the details that make up the 
total.
“The term Inventories is used to 
describe the stores on hand. In the 
Engineering Department there would 
be waste, oil, and the like; in a 
House Department there would be 
brooms, dusters, and other equip­
ment; in a gymnasium there would 
be shoes, suits, and other items that 
are held for sale; in educational 
work there would be books, paper, 
ink, and other supplies held for sale 
to the students; and in a restaurant 
there would be inventories of gro­
ceries, vegetables, meat, and other 
supplies used in the preparation of 
food.
“It is desirable in modern institu­
tional accounting to determine peri­
odically, at least once a month, all 
the departmental inventories, with 
the exception of small current sup­
plies of stationery, in order that the 
amount of supplies consumed for the 
month may be known. This result is 
arrived at by adding to the inven­
tory at the beginning of the month 
the total supplies purchased during 
the month and deducting the supplies
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on hand at the end of the month. 
The balance will be the value of the 
supplies that have disappeared from 
stock, presumably the supplies used 
for the legitimate purposes of the de­
partment. In some cases, for the 
sake of control, a record must be 
kept of the specific items received 
and handed out, although a stores 
record of this kind is not ordinarily 
needed.
“We sometimes find in an institu­
tional Balance Sheet items other 
than the ones shown. For example, 
stocks or bonds may be owned, 
various funds may be included, and 
there may be an operating adjust­
ment account. In the latter might 
be carried the value of unexpired in­
surance, expenses that are paid in 
advance, and the like. The items 
given, however, are common to the 
financial statement of practically 
every modem institution.
“Under the classification of Capi­
tal Liabilities we include only long­
time debt, such as is often secured by 
bond and mortgage on the plant. In 
many institutions, happily, there is 
no item of this nature. When we do
find such an item, the interest on 
the bond and mortgage is a charge 
against current operations.
“Under the classification of Cur­
rent Liabilities we list the current 
promissory notes, known as Bills 
Payable, particularly those that fall 
due within short periods of time, say 
sixty or ninety days. We also list 
Accounts Payable. These accounts 
record the amounts due to trades­
men for supplies furnished, and un­
settled amounts to other current 
creditors. In the Balance Sheet the 
amount appears as an aggregate of 
all items of this nature, although in 
the accounting system an account or 
voucher would be prepared for each 
creditor.
“The Investment Account merely 
shows the amount by which the total 
asset values exceed the liabilities.
“We have in this lecture studied in 
detail the items which the institution 
finds it desirable to present in its 
statement of financial position, 
known as the Balance Sheet. The 
important principles to which the in­
stitution must conform in the use 
and maintenance of its assets have 
been presented, and the foundation 
has been laid for a comprehensive 
understanding of institutional ad­
ministration.”
Summer Instruction
CLASSES will be formed in June and continue for 17 weeks at the Pace Institute, 30 Church Street, New York City. The work covered 
will be Semester A, the basic Semester of the 
complete Accountancy Course. Completion of this 
work will enable you to take up Semester B in the 
fall in any one of the four Metropolitan Schools.
The class rooms are well ventilated and cool. The 
classes will be somewhat smaller than usual—hence 
more opportunity for individual instruction. The 
regular staff of instructors—practicing accountants 
and lawyers—will do the teaching. If you are absent 
on account of your vacation period, you will be given 
special instruction in the class work covered during 
that time.
This is an exceptional opportunity to secure an early 
start in your complete Accountancy Course—take 
advantage of it, and utilize your summer hours 
profitably. Send for full details.
PACE & PACE
Pace Standardized Courses in Accountancy, Business 
Administration, and English.
Hudson Terminal 30 CHURCH STREET, NEW YORK
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A WELL written letter of appli­cation carries more weight in helping one to secure a desired 
position than is generally realized.
“You would be amazed,” said the 
employment secretary of a large cor­
poration to me a short time ago, “at 
the poor character of the letters of 
application I get every day. Many 
of them are illegibly written, faultily 
punctuated, and incorrectly para­
graphed.
“As for the letters that are all right 
in these fundamental respects, they 
are usually either jumbled and illogi­
cal or expressed in a stilted, mean­
ingless manner that gives me any­
thing but a correct notion of the ap­
plicant’s qualifications. Only about 
one letter out of fifty that come to 
my desk really passes muster with 
me. I don’t need to say that I al­
ways send for the person who has 
written that one letter, and I gener­
ally hire him or her, as the case may 
be.”
This is a severe arraignment of the 
general run of letters of application, 
but, so far as my observation goes, 
it is based on facts. A good letter 
of application is nearly always an 
open sesame to a personal inter­
view, and a personal interview is, of 
course, the intermediate step be­
tween applying for a position and 
securing it.
Let us consider briefly some of 
the things you must do in order to 
write a letter of application that will 
arrest favorable attention. First, try 
to put yourself in the place of the 
person to whom you are writing and 
ask yourself this question: What 
should I wish to know about a man, 
a woman, a boy, a girl before I em­
ployed him or her? A letter result­
ing from such a point of view will 
aim straight and hit hard.
Second, use good paper, and pay 
careful attention to the form of the 
letter. Correct spelling, punctuation, 
and paragraphing are important mat­
ters. If you are applying for a lowly 
position—that of office boy, for ex­
ample—write out your letter your­
self. If you are applying for a 
higher position where you will proba­
bly have the services of a stenogra­
pher, type your letter yourself or 
have it typed.
Third, mention, as a general rule, 
in a letter of application, your edu­
cation, your experience, and the 
names of such persons of standing as 
can testify to your ability and your 
character. Sometimes you may 
properly enough make a modest 
reference to such mental, moral, and 
physical qualities as would be re-
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garded as assets for the position de­
sired.
Fourth, see that the tone of your 
letter of application is respectful but 
not apologetic, direct but not curt, 
modest but not self-abasing.
Examine the following model let­
ters of application:
216 West 21st Street, 
New York City,
April 17, 1914. 
Orville Manufacturing Co.,
525 West 10th Street,
New York City.
Gentlemen:
I desire to apply for the position 
of shipping clerk, as advertised in 
this morning’s issue of the “Blade.”
I am twenty-three years old, and 
am strong and healthy, and willing to 
work hard. I graduated eight years 
ago from Public School 80, and then 
attended the North High School for 
three years, when I was obliged to 
take a position in business.
For two years I was shipping clerk 
for the Moran Ink Roller Company, 
resigning that position to accept a 
similar one with the Hilton Maga­
zine Company. This position I lost a 
month ago because of the consolida­
tion of the house with the National 
Publishing Exchange.
As to references respecting my 
character and ability, I am at liberty 
to refer you to the following per­
sons:
Mr. John K. Ward, Principal, Pub­
lic School 80, 3 Eastern Boulevard, 
Brooklyn, N. Y.
Dr. C. M. Files, Principal, North 
High School, 26 West 31st Street, 
Brooklyn, N. Y.
Mr. Walter Field, General Man­
ager, Moran Ink Roller Co., 313 
Leonard Street, New York City.
Mr. Eugene Johnson, Sales Man­
ager, Hilton Magazine Company, 279 
Grand Avenue, Brooklyn, N. Y.
I should greatly appreciate the 
favor of a personal interview at your 
convenience.
Respectfully yours,
James Darton.
1111 Wendell Avenue, 
Chicago, Ill.,
June 10, 1914.
National Woolen Corporation,
10 Dearborn Street,
Chicago, Ill.
Gentlemen:
I have just read your advertise­
ment for a sales manager in this
week’s issue of “Big Business,” and 
I wish to apply for the position.
I am a graduate of Northfield Col­
lege in the class of 1900, and ever 
since my graduation I have been as­
sociated with several woolen houses, 
either as a salesman or as a sales 
manager. I am familiar with busi­
ness conditions throughout the coun­
try, and especially with conditions in 
the Middle West.
I have a wide acquaintance with 
jobbers and retail dealers in woolens, 
and I am on good business terms 
with all these persons.
Regarding references respecting 
my ability to get business, my exec­
utive capacity, and my success in 
handling men, I am at liberty to re­
fer you to the following persons, who 
have knowledge of my entire career 
as a salesman and as a sales man­
ager:
Henry S. Orton, President, Law­
rence Textile Co., Lawrence, Mass. 
I was with this concern three years 
as Eastern salesman.
Robert P. Tate, President, Central 
States Woolen Co., Baltimore, Md. 
For two years I was assistant sales 
manager for this house.
W. Warren Ackerman, President, 
National Fabric Association, Du­
buque, Iowa. For the last four years 
I have been general sales manager 
for this concern, a position which I 
held until a month ago, when I was 
obliged to resign because of the con­
solidation of the house with the 
Woolen Trust.
I should greatly appreciate a short 
interview with you.
My telephone number is 2051 Wa­
bash. You may reach me any morn­
ing until 11 o’clock.
Truly yours,
Robert P. DeFranne.
68 West 123d Street, 
New York,
May 6, 1914.
R. M.,
261 Evening Telegram,
New York City.
Dear Sir:
This letter is in reply to your ad­
vertisement in this afternoon’s 
“Evening Telegram” for an experi­
enced stenographer and typist.
I am twenty years old, and I have 
had a thorough high school and 
commercial school training.
My practical experience covers a 
period of three years with the fol­
lowing firms, to all of whom you are 
at liberty to write as to my intelli­
gence, ability, and character: 
Raymond & Noll,
Wholesale Boot and Shoe Dealers, 
6 Charles Street, New York.
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John M. Sears, Inc.,
Aerated Milk Dealers,
29 Hudson Street, New York.
The Benson Company,
Dealers in Automobile Supplies,
215 West 125th Street, New York.
The Benson Company recently re­
organized its office staff, and since I 
was the last one to be employed, I 
have been compelled to seek another 
position.
I can operate all standard type­
writers, and do form work accurately 
and rapidly. I am also familiar with 
double-entry bookkeeping, and with 
the most important filing systems in 
general use.
The salary that I should expect 
would be $20 a week, with oppor­
tunities for advancement.
I should appreciate the favor of a 
brief personal interview at your con­
venience.
Respectfully yours,
George C. Watson.
154 Meserole Street, 
Brooklyn, N. Y.,
July 28, 1914.
Messrs. Brockway & Stark,
48 Wall Street,
New York, N. Y.
Gentlemen:
At the suggestion of Mr. A. T. 
Black of your firm, I desire to make 
application for the position of as­
sistant stock clerk.
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For the past six years I have been 
employed as a clerk in the transfer 
office of the Pacific Railroad Com­
pany. I accepted a position in the 
office of this company immediately 
upon being graduated from Com­
mercial High School of this city. I 
began as an office boy, and have ad­
vanced to the position of chief as­
sistant to Mr. F. D. Mills, who is 
the Assistant Secretary of the Paci­
fic Railroad Company.
By reason of my duties, I have be­
come familiar with the signatures of 
all the active stock exchange firms. 
I know, of course, what constitutes a 
good delivery, and I am familiar with 
the complications that are likely to 
arise by reason of the transfer of 
stock by executors, administrators, 
and trustees, and with the steps that 
are necessary to be taken in the 
event of lost and destroyed certifi­
cates. In short, I have been well 
trained in all the technical usages of 
the transfer office of a large railroad 
company.
There is no chance of advancement 
in my present position, unless there 
should be a vacancy in the office of 
the Assistant Secretary—an unlike­
ly contingency. I am anxious, there­
fore, to secure a position in which 
there will be not only opportunity 
for advancement, but also a chance 
for me to obtain a knowledge of 
business much broader than that of 
the transfer of stocks.
Mr. Black, with whom I have had 
a slight acquaintance for several 
years, has suggested that I make 
application to you in writing and 
state my qualifications. I should be 
pleased to discuss the matter with 
you personally at a convenient time.
An opportunity for learning the 
brokerage business would appeal 
more to me than the salary, but my 
own support and the support of my 
mother, with whom I live, would 
prevent me from accepting a position 
at a salary much lower than my pres­
ent salary, which is $1,500 a year.
Very truly yours,
T. H. Mansfield.
It is not difficult to write letters 
of application of the foregoing kind. 
It is simply a matter of a little time 
and a little common sense. Remem­
ber that your letter of application is 
your advance courier. Whether the 
office door will swing open for you 
depends upon the impression your 
courier makes. It is good business, 
therefore, for you to make sure that 
your courier will represent you at 
your best rather than at your worst 
before you despatch him on his mis­
sion.
Good
Business
The Purchasing Agent
is a monthly journal for the man who buys. Founded 
eight months ago, it has progressed swiftly but steadily 
to the front rank of class journalism. It has won 
written and unqualified commendation from purchasing 
agents of big corporations, men who spend millions 
of dollars each year; it has earned thanks and praise 
from “little” buyers, men who are studying and pre­
paring to fill berths in corporation purchasing depart­
ments. A monthly feature is the “Bureau of Informa­
tion”—a department that renders opinions on the 
commercial problems that are actually encountered in 
the field of its circulation.
$2.00 a Year 20 Cents a Copy
PUBLISHED BY
THE PURCHASING AGENT COMPANY
SPRINGFIELD, MASS.
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YOU realize—everybody real­izes—the business, profession­al, and social value of being 
able to stand up before others and 
talk well on the spur of the minute; 
for example, as a salesman, at a con­
ference of business executives, at a 
convention of persons with special 
interests, at a lodge meeting, before 
a citizens’ committee, at a banquet, 
in conversation.
You know that your ability to ex­
plain things clearly to others, to per­
suade others to do things, to enter­
tain others, means growth in your 
personal power, in your personal in­
fluence, in your personal usefulness, 
in your personal earning capacity.
There are two things that you 
probably permit to deter you from 
getting up on your feet and express­
ing your views in public—a mistaken 
notion that you have nothing to say 
worth saying, and self-consciousness.
As for the value of what you have 
to say, you are wholly in error. You 
know subjects, plenty of them, to 
talk about, whether you think you do 
or not, for you are a normal man. 
“Normal” means that you have a 
body that is alive, a brain that acts, 
a heart that throbs, a conscience that 
tells you the difference between 
right and wrong.
You have seen many things, and 
you are doing new things every day. 
You have read about many things, 
and you are reading about new things 
constantly. You have thought about 
many things, and you are thinking 
about new things from morning till 
night.
You have had happy moments and 
sad moments. You know the mean­
ing of success and the meaning of 
failure. You have overcome certain 
obstacles and have been overcome by 
others. You have withstood certain 
temptations and yielded to others. 
You have grasped some opportuni­
ties and let others slip by.
You have lived and learned, in 
short—like everybody else—and hav­
ing lived and learned means that you 
now have knowledge, opinions, be­
liefs, convictions upon many subjects. 
Upon some of these subjects you do 
talk every day sitting down, and you 
can learn how to talk about them 
standing up.
As for the matter of self-conscious­
ness, you can get rid of that. You 
cannot get up and talk before others, 
you say, because you are too nervous. 
You say that your heart beats like 
a trip hammer, that you perspire pro­
fusely, that your tongue cleaves to 
the roof of your mouth, that your
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knees quake and shake, and that your 
thoughts take wing and fly away.
All this is probably true, but it 
does not need to continue to be true. 
Even experienced speakers are gen­
erally nervous before they begin to 
talk on their feet. They, however, 
know how to conquer their nervous­
ness, and you can learn how if you 
wish to learn how.
Nervousness is the result of a pas­
sive will; self-confidence is the result 
of an active will. You are not a 
physical coward—will to feel mental­
ly courageous about talking on your 
feet to others. Breathe deeply, fill­
ing the abdomen with air, and rais­
ing the chest—never the shoulders. 
Hold the head up. Do not begin in 
a hurry. Do not apologize for any­
thing. Have a few points in mind in 
word or phrase form—seldom in sen­
tence form. Do not think of the 
language you are going to use—the 
words will come to you. Be your­
self. These suggestions will help to 
rid you of nervousness—that silly, 
babyish fear of something that does 
not exist.
GOOD PRINTING
Always Brings Good Business
YOU pay for experience, intelligence and good taste on basis of actual 
cost to us, and not on the much 
higher basis of their value to you
WE MAKE
CATALOGS
OFFICE
BOOKS BULLETINS BOOKLETS 
FORMS STATIONERY
AND ARE
GENERAL
Frank H. Evory & Co.
ALBANY, N. Y.
We make a specialty of COLLEGE WORK
Develop your ability to talk on 
your feet by joining a club of some 
kind. Set aside one evening a week, 
say, and practice talking to others 
clearly, logically, naturally, and 
forcefully, in the language of the 
moment. You will be astonished at 
the speaking potentialities which 
even now you possess.
HE Annual Convention of the 
Eastern Commercial Teachers’
Association brought several hundred 
Commercial and High School teach­
ers to New York during their Easter 
vacation. The strong program in­
cluded addresses by Roger W. Bab­
son, of Babson’s Statistical Organi­
zation, and by James S. Knox, of the 
Knox School of Salesmanship.
LARGE delegation of students 
from the Kansas City School 
of Accountancy were present at the 
April meeting of the Kansas City 
Chapter of Certified Public Account­
ants of Missouri, when Mr. Harvey 
S. Chase, of Boston, spoke on “Effi­
cient Governmental Methods of Ac­
counting.” Mr. Chase was a mem­
ber of the Efficiency Commission, 
under President Taft, and has been 
closely identified with government 
and municipal work for a number of
years.
PRINTERS
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J. LEE RICE, C. P. A. (Mont.), 
proprietor of Commercial Schools in 
Helena and Butte, was in attendance 
at the Eastern Commercial Teachers’ 
Association Convention in New 
York City. Mr. Rice has over 1,600 
students in his schools, and while in 
New York completed arrangements 
for establishing Institutes of Ac­
countancy in Helena and Butte.
J. E. BACON and E. S. CRAMER, 
Buffalo School of Accountancy, 1915, 
are in the employ of The New York 
and Buffalo Audit Company.
CHARLES SCHAFER, who was 
formerly connected with the Cas­
ualty Company of America, has se­
cured, through the Pace Agency for 
Placements, Inc., appointment as 
secretary to Joseph P. Day.
WILLIAM J. SEWARD, Pace In­
stitute of Accountancy, Baltimore, 
has recently been elected cashier of 
the Overlea Bank, which opened for 
business in Baltimore, April 15, 1916.
HENRY E. MENDES, C. P. A., In­
structor in the Ralph Sellew Insti­
tute of Accountancy, St. Louis, is 
convalescing from a severe attack 
of typhoid fever.
WILLIAM FREYER, Accountancy 
Institute of Brooklyn, is now em­
ployed in the Accounting Depart­
ment of Robert H. Ingersoll & 
Brother.
LEON J. LOEZER, Buffalo School 
of Accountancy, 1915, has designed a 
unique and successful accounting 
system for the wholesale grocery 
firm of S. Lipowicz.
JOHN A. POWELSON, B.A. (Har­
vard) C. P. A. (N. Y.), New York 
Institute of Accountancy, 1910, has 
resigned from the senior accounting 
staff of F. H. Hurdman to accept a 
position with The American Inter­
national Corporation.
ARTHUR C. SMITH, Ralph Sellew 
Institute of Accountancy, St. Louis, 
has recently opened an office for the 
practice of Accountancy in that city.
JOHN A. THOERLE, Pace Insti­
tute of Accountancy, New York, has 
recently entered the employ of the 
Tide Water Oil Company.
FRANK D. GRIFFIN, formerly 
with Barnhart Brothers & Spindler, 
has secured, through the Pace 
Agency for Placements, Inc., a re­
sponsible position as Credit Manager 
with Lamont, Corliss & Company, 
New York City.
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WALTER C. SCHULTZ, New York 
Institute of Accountancy, formerly 
Cost Accountant for the Kelly 
Springfield Tire Company, has ac­
cepted a position on the staff of 
Townsend & Dix, Public Account­
ants.
HAROLD M. PHILLIPS, Provi­
dence School of Accountancy and 
Business Administration, is em­
ployed in the Accounting Depart­
ment of J. H. & C. K. Eagle, New 
York City.
GEORGE M. HERBST, Buffalo 
School of Accountancy, 1913, has 
accepted a position as Chief Ac­
countant with the Dwelle-Kaiser 
Company, of Buffalo.
THE PACE ACCOUNTANCY 
CLUB OF ST. LOUIS held its April 
meeting in the office of The Tabu­
lating Machine Company. A very 
interesting demonstration of the 
Hollerith Machine was given.
E. A. HART, Buffalo School of Ac­
countancy, is now acting as Superin­
tendent of the Country Club of 
Buffalo.
MONTGOMERY’S AUDITING
New 1916 Edition—Limp Leather Binding
THIS is one of the books every accountant is expected to know thoroughly and to use constantly. You will get a copy sooner 
or later, but we want to suggest that you get it now so as to become 
familiar with the book while you are studying.
Here is a brief outline of what is given 
in “Auditing Theory and Practice”, the 
standard work by Robt. H. Montgomery, 
C.P.A.:
The theory and principles of Auditing.
Practical working details in beginning 
an audit.
The full procedure in making a 
“balance sheet” audit (where the system 
of internal check is satisfactory), with 
hundreds of practical comments on 
handling the different items of assets 
and liabilities.
The full procedure in making a 
“detailed” audit (where the system of 
internal check is inadequate).
The price of “Auditing”, 900 pages, bound in limp leather, is $5.00 postpaid. 
You can’t make a mistake on this book. Get a copy and examine it for five days. 
Then if you don’t feel that it is an investment of lasting value, just return 
the book to us and your money will be promptly refunded. Order today.
The Ronald Press Co., 22 Vesey St., New York
EBENEZER DEAS, who was re­
cently on the staff of Lovejoy, 
Mather & Hough, has accepted, 
through the Pace Agency for Place­
ments, Inc., the post of Chief Ac­
countant with Durland’s Riding 
Academy of New York City.
WALTER E. LENIANDER, New 
York Institute of Accountancy, is 
employed as bookkeeper for the In­
ternational Filtration Company.
The Accountancy students of 
YALE BUSINESS COLLEGE, New 
Haven, Conn., have organized under 
the name of THE PACE AC­
COUNTANCY CLUB OF NEW 
HAVEN, and have elected the fol­
lowing officers: President, Vincent 
R. Kilboy; Vice-President, D. J. 
Hickey; Treasurer, J. R. Kinslow; 
Secretary, Emil Monde.
Trying to do a thing better is more 
valuable as a mental exercise than 
trying to do it as it has always been 
done.
Use of education means giving out 
more than you take in, never the 
other way around. One assimilated 
principle is worth a thousand undi­
gested facts.
The treatment of the different items 
in preparing the profit and loss account.
Preparation of certificates and reports.
Handling the Depreciation question.
Procedure in making investigations.
Special points to be observed in audits 
of different lines of business—banks, 
stockbrokers, manufacturing concerns, 
department stores, public utilities, and 
so forth—over 40 in all.
An Income Tax Appendix containing 
over 100 pages.
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 "OF course I’m sore. I’ve got 
a right to be sore. I’ve 
been here over a year now, 
and plenty of other fellas have been 
raised, but not me. The raw deal 
you get around here makes me sick.”
It was the luncheon hour. A little 
group of clerks, including Tom and 
Walter, were standing on the street 
in front of the building where they 
worked. All except Walter were 
smoking cigarettes. Tom was speak­
ing.
“I’ll tell you what I’ve got a good 
mind to do, fellas,” Tom went on 
peevishly. “Walk right in to old 
Parsons’ office and tell him to go 
plumb. I guess I won’t have much 
trouble landing another job at 
eighteen per. The old stiff!”
As it was nearly time for the 
clerks to begin their afternoon work, 
they started in toward the elevator 
without paying much attention to 
Tom’s outburst. Walter managed to 
fall in with Tom a little behind the 
others.
“Tom, I’m your friend,” began 
Walter without beating about the 
bush, “and I’m going to give you 
some advice straight out from the 
shoulder if you’ll take it. Will you?”
“Sure thing. Anything you say 
goes with me. Get it off your chest, 
old scout,” replied Tom, his usual 
good humor partly reasserting it­
self.
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“Well, it’s this,” said Walter blunt­
ly. “You talk too much for your 
own good.”
“I do, eh?” bridled Tom. “A 
fella’s got to let off steam once in 
a while unless his backbone is made 
of mush. I’m tired of all this cheap 
favoritism. I’m going to------.”
“Oh, shut up,” interrupted Walter, 
with the directness permitted by 
close friendship. “It’s all right 
enough to let off steam when nobody 
else is around. Go out by yourself 
for a walk and cuss out the fire alarm 
boxes. They’ll forget what you have 
said, but persons won’t.”
“Whatcha driving at?” asked Tom, 
now a little curious.
“Just this, and you’d better take it 
to heart,” replied Walter. “Those 
fellows you were blabbing to don’t 
care a tinker’s hurrah about your 
troubles or mine. Besides, if a fel­
low gets the habit of bellyaching 
around, some pussy foot will always 
be on deck to get something on him. 
Didn’t you notice Curly Blinn drink­
ing in every word you said?”
“No, I didn’t see him, the snake in 
the grass,” acknowledged Tom, 
somewhat taken aback. “Do you 
think he’ll tell Parsons what I said?
I know he’s always trying to get a 
stand-in by spying on the rest of 
us.”
“He may go tale-bearing to Mr. 
Parsons,” answered Walter, “but I 
don’t think he will. Mr. Parsons is 
a pretty good judge of men. I 
shouldn’t worry much this time 
if I were you, but if you keep 
on yapping about how abused you 
are and what you’re going to do, Mr. 
Parsons is likely to get wind of it. 
There’s only one thing for you to 
do, Tom, whenever you have a griev­
ance or think you have—go straight 
to Mr. Parsons himself and thresh it 
out with him in his office, not with 
the clerks on the street comer.”
“Good advice as usual,” admitted 
Tom, as they entered the bookkeep­
ing room. “I suppose I do talk too 
much. Well, I’ll shut my face from 
now on—not a peep from little Wil­
lie about himself except to Mr. Par­
sons.”
I hope Tom will keep his word. 
He will have to, or his usefulness 
will soon be over. The fellow that 
talks at random anywhere, the wind­
bag, the sorehead, the braggart— 
this type of employee has little 
chance of getting ahead in Modem 
Business; he’s lucky if he holds his 
job. A good motto for Tom and 
his kind to heed is, “Exercise your 
brain all the time and your tongue 
only when your words will count.”
A Guide to Investors
Thousands of investors and business men 
regularly consult the pages of the Annalist for 
authoritative quotations of unlisted and inactive 
securities on the New York Stock Exchange.
WRITE FOR FREE SAMPLE COPY SPECIAL RATES TO STUDENTS
The Annalist MOST QUOTED FINANCIAL WEEKLY IN AMERICA
$4.00 a Year 10c at News Stands
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